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AAR  FOOD  ADMINISTRATIS 


AC!  IFVErEhT    "A"   A-ARD 
CEREMONIES 

INTRODUCTION 

1  .      General 

This  Guide  has  been  preoared  for  the  convenience  of  the 
Liaison  Officers  assigned  to  srnervise  arrangements  for  "%r  Food 
Administration  /Achievement  "A"  Award  ceremonies.   Tt  is  desirred 
as  a  readv  reference  to  nrovide  a  clear  understanding  of  the  Award 
program  so  that,  effective  administration  may  be  obtained. 

By  giving  an  over-all  picture  of  objectives,  policies,  and 
regulations,  it  is  felt  that  many  difficulties  for  the  Liaison  Of- 
ficer that  arise  in  planning  these  ceremonies  with  representatives 
of  management  and  the  employees  of  Award-winning  plants  may  be  aver- 
ted, and  that  prompt  rulings  on  routine  matters  may  be  furnished  in 
the  field  without  necessity  of  referring  them  to  higher  authority  in 
Washington,  I>.  0.   If  there  is  any  doubt,  however,  the  Liaison 
Officer  should  immediately  contact  the  Processors  branch,  ^ood  Dis- 
tribution. Administration,  Tar  Food  Administration,  "Washington  25,    B.C., 

2 .      Objectives 

The  Achievement  "A"  Award  for  seasonal  nrocessors  represents 
the  joint  recognition  of  the  "'ar  r,ood  Admin  i  strati  on  and  of  our  fight- 
inm  forces  for  exceptional  performance  on  the  war  effort  and  produc- 
tion fronts  by  employees  and  management  alike.   Therefore,  the  guiding 
principle  in  all  arrangements  for  the  presentation  ceremony  and 
attendant  publicity  must  stress  the  "A"  Award  as  an  equal  labor- 
management  achievement.   There  must  be  no   distinction  inasmuch  as 
both  employees  and  management  receive  the  flag,  both  are  entitled  to 
wear  the  pins,  and  both  must  be  equally  represented  throughout. 
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Aside  from  the  tribute  of  the  War  Food  Administration 
and  the  Army  and  Havy  for  a  wartime  job  "well  done,"  the  Award 
has  even  greater  significance.   It  is  a  challenge  for  both 
employees  and  management  to  improve  their  records  still  further, 
and  it  is  an  incentive  to  non-winning  plants  to  better  their 
performance  so  as  to  merit  the  highest  honor  that  can  be  be- 
stowed on  Seasonal  Processors  by  the  "ar  Food  Administration. 

3,   Authority 

Responsibility  for  policy  in  regard  to  information  and 
advertising  in  connection  with  the  "A"  Award  is  vested  in  the 
Processors  ^ranch,  Food  Distribution  Administration,  "'rar  Fcod 
Administration,  Washington  25,  D.  C,  and  all  releases  and  other 
informational  material  will  be  cleared  by  this  rr"nch  through  the 
targeting  Peports  Division,  Food  Distribution  Administration,  "ar 
Food  Administration,  Washington,  D.  ,.   In  this  connection  the 
Processors  Branch  will  also  work,  in  close  cooperation  with  the 
Award  Branch,  Industrial  Services  Division,  Bureau  of  Public  Re- 
lations, War  Department,  Washington,  D.  C. 

The  authority  for  the  cooperation  of  the  Army  and  the 
JIavy  in  participating  in  the  Award  ceremonies  is  contained  in 
letters  from  the  Under  Secretary  of  War  and  the  Under  Secretary 
of  the  Navy  to  the  Secretary  of  Agriculture,  both  dated  April 
12,  1943. 


4  .   Policy  Highlights 
Several  important  points  of  policy  stand  out  above  all  others 
in  planning  a  ceremony.   These  highlights  include: 

1.  Equal  labor-management  participation  in  all  phases  of  a 
ceremony  and  arrangements  nrecedirr  it. 

2.  Ceremonies  must  be  short,  simple,  a^d  dignified,  and  must 
follow  the  of^cial  program  outlined  in  the  vrar  Food  Administration 
''a1'  Award  Kanual  to  be  mailed  to  the  Award-winning  plant.   In  no 
case  may  the  ceremony  last  more  than  30  minutes. 

3.  There  must  be  no  entertainments  before  or  after  the  cere- 
mony, no  parties  or  rifts  for  visiting  Government  officials  or  Army 
a  nd  Fa vy  Officers. 

It  is  the  duty  of  the  Liaison.  Officer  to  inform  both  labor 
and  management  r epr e s enta t  ive  s  of  policies  at  the  outset  of  his 
conferences  with  them,  and  to  make  sure  that  they  understand  them. 
If  necessary,  he  should  point  out  tactfully  to  them  that  there  will 
be  no  military  participation  in  the  ceremony  unless  these  policies 
are  observed. 

If  extraordinary  ci  rci^-starces  should  maVe  necessary  any 
deviation  from  the  of^ic^al  policies,  they  must  be  communicated  bv 
the  Liaison  Officer  directly  to  the  Processors  -'"ranch,  Food  Distri- 


bution Administration,  Far  Food  Administration,  Washington  25,  D.  C 
These  requests  for  deviation  must  be  approved  in  writing  by  the 
Processors  Branch  before  any  definite  arrangements  are  made. 
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5.   Operational 

To  assist  the  Liaison  Officer  in  planning  for  the  cere- 
mony, details  of  specific  policies  will  be  outlined  in  srcce<  ding 
pages  of  the  Gride.   These  pages  are  numbered  to  correspond  with 
the  specific  sections  in  the  "*ar  Pood  Administration  "a"  Award 
i-anua  1 . 

Thus,  the  Guide  should  be  used  as  a  supplement  to  the  ''anual 
which  has  been  furnished  to  the  Liaison  Officers  and  to  the  Award- 
winning  plants . 

In  this  form,  the  Liaison  Officer  has  material  available  for 
immediate  answers  to  questions  propounded  by  employee  and  manage- 
ment representatives  d^r'anr-  the  nage-by-page  discission  of  the 
Lannal  at  initial  conferences.   This  should  accelerate  definite 
agreement  on  ceremony  details. 
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TFE   ,rAR    FOOD  ADFiriSTRATIOE 

acfieweft  "a"  awake 
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Paces  1  and  2...WFA  "a"  Award  Manual) 

The  Liaison  O.fficsr  should  call  the  attention  of  the 
plant  to  the  material  nr  these  r-ages  of   the  War  ^ood  Admini- 
stration "A''  Award  Manual.   It  is   a  concise  description  of  the 
Award  program,  which  can  be  reproduced  conveniently  in.  the 
formal  program  of  the  ceremony  without  risk  o.f  misstatement* 
It  will  fill  about  one   page  of  an  ordinar   program,  and  it  may 
be  used  as  a  foreword. 
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BASIS  FOF  DETERMINING  FLINT'S  TO  RECEIVE  TEE  WARD 
(Page  3...WFA  "A11  tward  Manual) 

The  Liaison  Officer  should  point  out  that  the  material 
on  pages  1,  2  and  3  is  especially  useful'  in  publicity  such  as 
advertising  and  news  stories  on  the  significance  of  the  -liar 
Food  Administration  Achievement  ''A"  Award  to  the  particular 
plant.   These  data  may  be  found  helpful  also  for  inclusion  ^n 
speeches  at  the  ^ormal  presentation  ceremony. 
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PLANTING  FOR  PRESENTATION  CEREFONY 
(Page  4  ...  WFA  "A"  Award  Fanual) 

The  initial  contact  by  the  Liaison  Officer  with  an  Award- 
winning  plant  is  perhaps  the  most  vital  operation  in  the  Award 
presentation  program.   It  is  on  this  occasion  that  the  groundwork 
is  laid.   Success  of  this  groundwork,  and  a  thorough  understanding 
of  policies  by  all  affected  parties  will  assure  an  effective  and 
proper  formal  presentation  ceremony  later. 

Before  making  this  contact,  the  Liaison  Officer  will  have 
received  notification  from  the  Processors  Branch,  Food  Distribu- 
tion Administration,  "ar  Food  Administration,  of  the  date  of  the 
Director's  letter  notifying  the  plant  that  it  has  won  the  Award, 
the  date  or   the  news  release  announcing  the  Award  from  Washington, 
D.  C,  and  the  date  fixed  for  the  presentation  ceremony,  so  as  to 
avoid  confusion  with  other  '  rtr   Food  administration  "A"  Awards,  or 
Army  and  Navy  presentation  ceremonies  in  the  same  area.1  At  the 
same  time,  the  Liaison  Officer  will  also  be  notified  of  the  name 
:md  rank  of   the  Army  or  Navy  Speaker. 

In  addition  to  receiving  the  letter  of  notification  from  the 
Director  of   Food  Distribution,  7for  Food  i-idministration,  and  instruc- 
tions to  display  the  letter  on  the  plant  bulletin  board,  the  Awardee 
plant  also  receives  a  cony  of  the  'Bar  Food  Administration  "A"  Award 
Manual,  a  Bote  of  Instructions,  a  form  certifying  their  requirements 
for  War  Food  Administration  "A"  Award  flare  and  "A"  Award  pins,  and 
order  forms  for  the  flag  and  pins.   The  name  and  address  of  the 
■Liaison  Officer  assigned  to  the  ceremony  is  gi^en  in  the  Note  of 


Instructions,  and  the  company  is  advised  to  withhold  arrangements 
until  it  has  conferred  with  the  Liaison  Officer. 

The  first  contact  by  the  Liaison  Officer  with  the  plant 
shall  be  made  -in  Person  within  48  hours  nfter  the  company  has 
received  the  letter  r'f  notification.   If  it  is  impossible  to  raue 
this  personal  contact  within  4  3  hours,  immediate  contact  should 
be  made  by  telephone  and  followed  up  by  a  personal  visit  as  soon 
as  possible  thereafter.   ?y  this  time,  company  officials  probably 
will  have  familiarized  themselves  with  details  of  the  literature 
sent  to  them. 

It  is  essential  that  an  employee  representative  attend  the 
initial  contact  conference  so  that  both  labor  and  management  share 
equally  in  the  arrangements,  and  both  are  In  complete  accord  on 
the  ceremony. 

At  the  first  meeting,  it  is  necessary  for  the  Liaison 
Officer  to: 

(1)  Impress  upon  them  the  War  Food  Administration  and 
Army  -aid  Favy  uolicv  toward  the  ceremony,  and  policies  governing 
it.   It  is  important  to  ave'd  any  suggestion  of  compulsion  to 
hold  a  ceremony.   The  Liaison  Officer's  attitude  should  be  one  of 
assumption  that  ''the  company  will  wish  to  have  a  suitable  ceremony. 

(2)  Obtain  necessary  information  for  himself  to  answer 
the  questions  contained  in  the  ''Report  on  Original  Contact," 
which  has  been  furnished  the  Liaison  Officer. 
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(3)  Emphasize  to  the  comparu'  the  necessity  for  promptly 
filling  out  and  mailing  the  flag,  and  the  pin  order  forms  to  the 
Processors  Branch,  so  that  the  Award  materials  will  reach  the 
plant  before  the  date  of  the  ceremony. 

(4)  Make  certain  that  the  company  is  taking  proper  steps 
with  regard  to  publicity. 

(5)  Army  or  i avy  Speakers  will  be  furnished  on  the  basis 
of  availability  by  the  ~"'ar  or  Navy  Departments.   The  Regional 
Director  will  also  appoint  ?    speaker  to  represent  the  War  Food 
Administration  at  the  ceremony. 

Immediately  upon  completion  of  the  first  contact  meeting, 
the  Liaison  Officer  must  fill  out  and  send  to  the  Perioral  Direc- 
tor of  the  particular  re-ion  involved  a  co  y  of   the  "Peport  on 
Original  Contact.1'   A  copy  should  be  sent  to  the  Processors  Branch, 
Food  Distribution  Administration,  War  F-^od  Administration,  Wash- 
ington 25,  D,  C.  *i   third  copy  should  be  sent  to  whichever  of  the 
following  services  is  to  supply  the  Speaker:   War  Department,  Of-'^cc 
of  Technical  Information,  Office  of  the  Quartermaster  General, 
Room  1-1010  Temporary  "A;i  -uildinr,  2rd  and  R  Streets,  S  .W. , 
Washington,  D.  C;  or  Navy  Department,  Awards  Section,  Industrial 
Incentive  Division,  211°  Massachusetts  Avenue,  F.W. ,  Washington, 
D.  C.   A  fourth  cony  should  be-  retained  by  the  Liaison  Officer  for 
his  own  files. 

The  contact  report  should  include  a  statement  as  to  the 
exact  time  and  place  of  a  ceremony.   This  information  is  necessary 
to  enable  the  Processors  Branch  to  answer  inquiries  from.  Federal 
agencies,  and  other  sources. 


If  a  Company  decides  to  hold  no  pre  sent1';  t  ion  ceremony,  the 
Liaison  Officer  should  ascertain  the  reason,  and  communicate  this 
immediately  to  the  rrocessors  Drm.eb,  Food  Distribution  Admin  istra- 
tion,  'Jar  Food  administration,  Yifashington  25,  D.  C. 


1.   Place  and  Time  of  Ceremony 
(l:age  5  ...  r'!Fiv   "a"  ^ward  *'anual) 

Ceremonies  shall  be  held  in  the  plant  receiving;  the  Award, 
or;  plant  oroperty,  or  property  adjacent  thereto.   This  will  avoid 
loss  of  time  in  going  to  and  returning  from  the  ceremony,  and  will 
overcome  gasoline  and  tire  rationing  difficulties.   Moreover,  it 
will  serve  to  connect  directly  the  Award  with  the  military  nature 
of   the  work  in  the  plant. 

If  the  plant  decides  to  hold  an  outdoor  ceremony,  the 
Liaison  Officer  should  suggest  the  advisability  of  arranging  for 
space  indoors  in  event  of  inclement  weather.   Frequently,  advance 
weather  forecasts  can  be  obtained,  and  these  may  prove  valuable 
in  making  final  preparations  for  the  ccremonv. 

Cere-monies  shall  not  be  held  in  conjunction  with  nor  on  the 
same  day  as  plant  rallies,  War  Oond  rallies,  mass  entertainments, 
or  other  functions  involving  the  same  group  oT   individuals  or  a 
large 'portion  of  that  group  who  are  principals  in  the  War  Food 
Administration  Achievement  "A,1  .'.ward  presentation. 

Arrangements  should  be  made  for  a  plant  visit  by  visiting 
War  Food  Administration  and  military  personnel  to  emphasise  the 
interest  of  the  War  Food  administration  and  the  ■"•rmy  and  i'Javy  in 
work  of  the  employees.  Sometimes  it  is  preferable  to  hold  these 
visits  during  the  night  shift  for  the  effect  of  morale.  These  wor- 
kers may  feel  that  they  are.  being  overlooked  in  the  ceremony  be- 
cause they  may  not  be  able  to  attend  daytime  Presentation  exercise; 


Extraordinary  circumstances  may  make  departures  from 
those  policies  unavoidable.   In  that  event,  the  departures 
must  be  cleared  by  the  Processors  "ranch.   This  approval  will 
be  given  only  if  it  facilitates  the  holding  of  a  ceremony, 
and  t'  nds  to  make  it  more  impressive  to  those  actually  receiv- 
ing the  Award*   ^To  approval  will  be  riven  if  the  departures 
appear  designed  to  impress  .individuals  not  present  at  the 
presentation,  or  if  they  seem  to  involve  undue  expense. 


2.   Equipment  for  Ceremony 
("age  6  ...    TPA  "A"  Award  Fanual) 

The  Liaison  Officer  should  assist  plant  representatives  in 
seating  protocol  for  the  platform  group  to  avoid  confusion.   Dur- 
ing the  seating  on  the  platform,  it  is  well  to  mark  the  seat  of 
each  chair  with  a  small  slip  of  paper  containing  the  name  of  the 
individual,   A  plant  representative  should  be  delegated  to  instruct 
members'  of  the  official  part1/  as  to  the  exact  location  of  their 
seats  before  they  appear  on  the  platform. 

The  a la t form  should  be  open  or  rave  only  a  low  rail  so  that 
the  audience  may  have  a  clear  view  of   the  official  party.   It  may 
be  desirable  to  have  a  background  to  clearly  frame  the  speakers 
and  other  members  of  the  official  party  on  the  platform.  "Tater 
should  be  available  always  for  use  by  Speakers.   Photographers 
should  be  discourage:1  from  operating  ^roir  positions  that  would 
obscure  the  audience's  view  of  the  ceremony. 

The  arrangements  for  a  uniformed  color  guard  should  be  made 
by  the  plant  itself,  as  it  will  in  most  instances  have  contact 
with  a  local  veterans'  organization,  the  -3oy  or  Girl  Scouts,  or 
may  have  one  organized  within  its  own  plant. 

Appropriate  music  should  be  provided  by  the  plant.   If  the 
program  is  broadcast,  the  management  of  the  local  radi^  station 
will  usually  call  the  plant's  attention  to  the  station's  regula- 
tions concerning  the  use  of  nonunion  musicians. 


3.   Sneakers  and  Ri;er.ts 
(Page  7  ...  WA  "A'1  .'-.ward  Manual) 

It  is  particularly  important  to  stress  the  necessity  of 
having  a  faster  of  Ceremonies  who  can  move  the  program  along  on 
clockwork  schedule  without  interjecting  witticisms  or  other  ex- 
traneous material  into  the  ceremony,  which  is  a  "rar  Food  "dmiri- 
strat ion -Armed  Forces-Employee-hanagemcnt  affair  . 

Every  effort  should  be  made  to  discourage  invitation  of 
"outside1''  guests,  whose  presence  would  detract  from  the  prime 
purpose  of  the  Award •   1t  is  natural  that  a  plant. •.  .proud  of  the 
honor... will  want  to  invite  its  friends,   however,  it  must  he  em- 
phasized that  the  official  ceremony  program  outlined  in  the 
Manual  must  be  followed. 

This  moans  that  participants  must  ho  limited  to  reoresen- 
tatives  of  plart  management  and  plant  employees,  including  their 
respective  families,  provided  this  does  not  conflict  with  Plant 
Security  Rules,  7ar  Food  Administration,  '-ar  Department  or  ioavy 
Department  representatives,  and  the  Master  of  Ceremonies,   The 
Master  of  Ceremonies  will  make  the  introductory  remarks .   If 
extraordinary  circumstances  should  make  it  necessary  to  have  an 
additional  speaker,  he,  not  the  Raster  of  Ceremonies,  shall  make 
the  introductory  remarks  which  are  not  to  exceed  2  minutes. 
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It  should  bo  impressed  Upon  an  Awnrd-winriinp  plant  that 
speakers  are  obtained  through  regular  channels  to  avo^'d  misunder- 
standing and  slip-u'ns  it:  arrangements,   ■'■he  r]art  she  Id  never 
contact  either  the  ..'.r^y  or  ! 'avy  directly  for  its  sneakers. 
urooedure  o^tli1  ed  on  pages  3  and  6  of  tie  Tar  hood  ^'"ministra- 
tion :!A'!  ^ward  hanual  should  be  followed  except  in  extremely 
urgent  case?  where  deviations  are  authorized  by  the  Processors 
branch,   -"-'he  selection  a""'  ei  speaker  and  the  date  of  ceremony  will 
have  been  fixed,  based  upon  the  availability  of  Army  or  Navy  of- 
ficials, by  the  time  the  plant  is  notified  of  the  Award. 

The  plant  manager  or  superintendent  is  desirable  usually 
as  the  management  representative  to  make  the  speech  or  acceptance 
of  the  Award  flare   Selection  of  employee  representatives  is  some 
times  more  difficult  and  often  involves  diplomacy  and  tact  on  the 
pa  r  t  of  th  c  L  ia  i  s  on  Of  f  i  c  e  r . 

If  a  collective  bargaining  agency  exists  in  the  riant, 
representatives  of  that  agencv  will  renres'ent  the  eirmlovees  in 
the  ceremony  and  make  the  pin  ac~entan.ee  speech.   If  two  or  more 
unions  have  contractual  relationships  with  the  plant,  representa- 
tives of  both  or  all  shall  participate  in  the  ceremony,  and  they 
shall  jointly  select  a  representative  to  make  the  acceptance 
speech.   If  there  is  no  union  but  there  is  a  Labor-kar.agement 
committee,  a  labor  representative  of  that  group  will  make  the 
speech  for  the  emaalovecs . 
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If  no  union  or  lab  or -management  committee,  exists,  an 
Awards  Committee  should  be  formed  by  vote  of  or  other  means  of 
selection  by  the  employees.   ^11  members  of  this  group  wil"!  re- 
ceive the  rins  at  the  token  presentation,  and  one  of  them  shall 
make  the  "in  acceptance  speech  on  behalf  of  the  employees. 
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^'      Public  itytind  Advertising 
(Pages    8   Mnd    9    ...   WFA   "A"  Award   Manual) 

At   the    initial   contact  meeting,    the    Liaison   Officer    should 
make   certairj   that   the   coma/any    is    taking   proper   steps  with    local 
newspapers   and   radio   stations  —  if  used-rin    laying   effective   plans 
to  announce   the    general   nrorram  and    f  pi  low  up  with   details. 
5T-nnESTED  ST  .TT.-.^IT   LOCI  PTT^LICJT^ 

(l)      Editorials    in   local  newspapers. 

(2}      Spot  news;    in    local   newspapers   and    on   local    radio 
station   P  r og r '  s  m s . 

'3;      Congratulatory  messages    to   the    cofo  nv  and   employees 
frorj   Senators   and   Representatives    of  your   State   and    district,    the 
Governor   of  the   State,    the   Lay or   of  the    city,    and    other  State, 
c  oun  ty ,    or   c  i  ty    of  f  i  0  ia  1  s  . 

(4)      Congratulatory  messages    from  other    industries    of  your 
city    or    state. 
i ■'DV5RT.ISIFC   -ht;'L   PT^L  I  C ITY 

The   Processors    Branch,    Food   .Distribution  Administration, 
Washington,    i;t    Cj^    delegates    to   the    Liaison   Officer    the    responsi- 
bility  of   checking   carefully    in  advance   all    local   publicity  and 
advertising  material    concerning   the    award    to   see    that   it    is    in 
conformance  with   the    spirit  and    dignity   of   the   r>rogram,    and  that 
military   security   regulations   and    other   policies    of   the   Government 
are   not    infringed. 

All   national  advertising  and   publicity   shall   be   submitted 
in  advance • of   usage   to   the    Processors    branch,    Pood   Distribution 
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Administration,  War  Food  Administration,  Washington  25,  D;  C. 
This  branch  will  have  the  m.ateri!-.l  cleared  through  the  l~v.rYeti.ng 
Reports  Division,  F^od  Distribution  Administration,  War  Food 
Administration  in  Washington,   It  should  be  pointed  out  to  the 
plant  that  all  publicity  and  advertising  material  should  stress 
the  foot  thi't  the  Award  has  been  r^wn   primarily  in  recognition 
cr'  coonrrativc  and  excellent  processing  bv  "in^rcrr^t  rrd  e.™~ 
ployees * 
TOf/'-T  F  !"Wo  t!p'li,riP  .,c:''". 

".'Then  an  Army  officer  is  assigned  as  tic  sneaker,  the 
Liaison  Officer  is  charred  with  the  responsibility  of   clearing* 
the,  complete  script  of  local  radio  broadcasts  of  ".Tar  Food  Ad- 
iministration  achievement  "a"  ^wrd  ceremonies  through  the  Public 
Relations  Officer  of  the  military/'  establishment  from  which'  the 
Army  speaker  comes  without  the  "necessity  o:p   referring  it  to  the 
Frocessors  -ranch  in  Washington. 

When  a  Favy  officer  is  assigned  as  the  speaker,  the  text 
of  his  speech  w^ll  Y  've  been  approved  by  the  favy  Department 
before  he  delivers  it. 

Tic  soript  of  nil  other  sneavcrs  ov-   a  local  radi°  broad- 
cast can  be  cleared  bv  the-  Inais.or  Officer  without  referring  it 
to  the  .establishment  from  which  the  Faval  su  aver  comes,  or  to 
tie  Processors  nencb  in>  mshington.   Th^s  in  ro  wav  alters  }  is 
obligation  for  review  bv  the  ar  Food  administration  if  questions 


,  -P        r.  - 


curi tv   ar       invel 


■A  ■    -,  -    ■■) 


thi     Ldsison  O'ficer   does   not  feel 


qualified   to   pass    upon  them.. 
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A  local  radio  broadcast  is  one  which  emanates  from  a 
station  or  stations  located  within  a  single  service  command. 
NATIONAL  ^ROACC^STS: 

Complete  scripts  of  all  broadcasts  of  War  Foo^d  ^dminis-- 
tration  Achievement  "A"  Award  ceremonies  over  National  networks, 
whether  sustaining  or  otherwise,  must  be  submitted  to  the 
Processors  Branch,  Food  Distribution  Ad^iristr  tuor,  Washirrten, 
D.  C,  for  clearance  through  the  Parheting  Reports  Division, 
Food  Distribution  Administration ,  Washington,  D.  C.   When  ArTiv 
officers  arts  the  speahers,  the  Processors  branch  will  also  cle.,;r 
such  copy  through  the  Radio  Branch,  Hews  Division,  "Par  Depart- 
ment, Bureau  of  Public  Relations,  Washington,  D.  C.   The  complete 
script  must  be  submitted  in  time  to  reach  Washington  a  we.  eh  in 
advance  of  the  ceremony. 

It  is  highly  important  that  these  policies  be  made  clear 
to  the  Award- winning  plant  at  the  outset  of  conferences  on  ceremony 
arrangements.   It  is  the  Liaison  Officer's  responsibility  to  see 
that  they  are  followed.   A  statement  as  to  whether  the  nrogram 
is  to  be  broadcast  locally  or  nationally  should  be  included  in 
the  ''Report  on  (Vaginal  Contact..'1   The  names  0+"'  stations  involved 
should  be  furrvs-hed  also. 

If  radio  is  used,  activities  of  announcers  and  technicians 

should  not  interfere  with  visual  aspects  of  the  ceremonv,  which 

/ 

is  designed  orimarilv  to  impress  those  present.   To  avoid  dis- 
tractinr  tin.-  attention  of  the  audience  from  the  intent  of  the 


ceremony,  announcers  arid  technicians  should  operation  from  the 
wings  or  points  near  the  platform.   In  this  way,  they  can  give 
a  running  description  «f  the  ceremony  and  fill  in  so-called 
:!dead  spots''  during  the  flag  presentation  and  raising,  and  the 
award  of  pins,  without  distracting  the  attention  of  these 
present . 

Similarly,  news  photo  ;raphers  should  not  be  allowed  to 
operate  on  the  speaker's  platform  during  the  ceremony.   Arrange- 
ments should  be  made  to  take  the  pictures  either  before  or  after 
the  ceremony.   This  avoids  ctnfusien  during  the  presentation 
program. 

A  national  broadcast  is  one    that  ties  in  with  radio 
stations  located  outside  the  area  of  the  service  command  from 
which  the  broadcast  emanates. 
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5.   Official  Ceremony  Program 
^Pago  10... TWA  "A"  Award  Manual) 

The  official  ceremony  program,  outlined  in  the  Manual, 
must  be  followed.   The  program  must  not  exceed  30  minutes.   If 
it  is  possible  to  have  a  shorter  program  without  decreasing  the 
effectiveness,  it  is  desirable. 

Any  deviation  occasioned  by  extraordinary  circumstances 
from  the  official  program  must  have  the  written  approval,  in 
advance  of  the  ceremony,  of  the  Processors  Branch,  which  must 
be  advised  of  the  reasons. 

The  Master  ol  Ceremonies,  in  introducing  the  oin  presen- 
tation speaker,  will  explain  that  this  is  a  token  ceremony,  and 
announce  when  and  where  the  pins  will  be  distributed  to  the 
employees . 

The  following  is  approved  as  the  standard  pin  presenta- 
tion speech.   It  requires  c   minutes  to  deliver.   If  the  speaker 
desires  to  add  to  it,  such  additions  should  not  require  more 
than  l   minutes  in  delivery,  and  should  be  made  ahead  of  the 
standard  speech,  concluding  with  the  latter. 
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Pin  Presentation  Speech 

The  War  Food  Administration  is  responsible  for  planning  and 
administering  a  program  to  produce,  process,  and  deliver  sufficient 
foods  to  keep  our  civilian  population  and  our  armed  forces  in 
abundant  health.   Food  must  also  go  to  our  fighting  allies  and  to  con- 
quered countries.   The  glorious  victories  of  these  allies  is  largely 
due  to  the  fact  that  our  Lend-Lease  food  supplies  are  keeping  them  in 
fighting  trim.   Last  year  ve  shipped  them  over  five  billion  pounds 
of  food---food  to  give  starving  liberated  nations  the  energy  to 
reestablish  themselves --food  to  shorten  the  road  to  victory. 

Every  worker  who  has  a  part  in  producing,  processing  and 
distributing  this  vital  food  is  an  essential  link  in  the  chain  that 
is  shackling  the  enemy.   The  President  of  the  United  States  has 
stated  it  well.   His  message  to  you,  carried  on  the  card  to  which 
these  pins  are  attached,  reads:   "Food  is  a  decisive  weapon  of  war. 
Victory  depends  as  much  on  our  ability  to  produce  food  as  on  our 
ability  to  manufacture  guns,  planes,  and  ships.   Our  Army  of  farmers 
and  processors  are  fighting  an  important  battle  on  the  food  front. 
Working  diligently  and  skillfully,  they  are  speeding  this  nation 
and  our  Allies  on  to  Victory."   Signed,  Franklin  D..  Roosevelt. 

It  is  my  privilege  to  present  you  with  this  pin.   Your 
achievements  have  earned  you  the  right  to  wear  it.   "Tear  it  proudly. 
It  signifies  that  o  grateful  Nation  appreciates  your  outstanding 
contribution  in  this  global  war,  where  Food  Fights  for  Freedom. 
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So   Notes 
(page  12  ..  "7FA  "A"  Award  Manual) 

loo  much  emphasis  cannot  bo  placed  on  the  necessity  of 
rehearsal  by  the  principals  in  the  correct  handling  and  displaying 
of  the  flag.   A  mistake  in  this  phase  of  the  ceremony  is  most 
serious,  and  may  well  spoil  effectiveness  of  the  entire  program. 

The  Liaison  Officer  should  make  certain  that  the  flag  has 
been  marked  on  both  ends  of  the  top  so  that  there  can  be  no  danger 
of   it  being  displayed  upside  down  or  with  the  wrong  side  facing 
the  audience.   The  flag  should  be  folded  in  accordion-fashion  so 
that  it  can  be  pulled  out  readily  by  employee  and  management 
representatives,  when  they  display  it  to  the  audience. 

The  Liaison  Officer  should  discourage  the  company  from 
printing  or  engraving  elaborate  formal  programs  and  invitations 
to  guests.   Experience  has  shown  that  only  a  small  percentage  of 
those  invited  actually  attend. 

The  printing  of  lists  of  officials  who  do  not  attend  gives 
the  public  the  impression  that  too  many  governmental  personnel 
are  taking  too  much  time  away  from  regular  duties  at  a  time  when 
the  manpower  situation  is  acute. 

Similarly,  the  Liaison  Officer  should  discourage  the 
company  from  printing  large  and  expensive  scrapbooks  as  an 
historical  record  of  the  77ar  rood  Administration  Achievement  'V 
Award  ceremony.   Both  paper  and  photographic  materials  are  scarce. 
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APPENDIX 
(Pages  9  and  12.,..  W£   "A"  Award  Manual) 

One  Award  Flag  mil  be  furnished  gratis  by  the 
'Jar  Food  Admin i  strati  on  to  each  plant  receiving  the 
Award. 

The  Award  flag  may  not  be  flown  over  main  offices 
of  companies,  one  or  more  of  whose  plants  have  received 
the  inward ,  unless  the  employees  of  that  office  are 
eligible  to  wear  Award  pins  under  the  regulations  govern- 
ing the  wearing  of  these  pins. 


x 
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SUPPLEMENT 
1.   Completion  of  Ceremony 

Within  48  hours  after  completion  of  a  ceremony,  the 
Liaison  Officer  shall  submit  a  written  reoort  to  the  Regional 
Director  involved,  with  a  copy  to  the  Processors  Branch,  Food 
Distribution  Administration,  War  Food  administration,  Wash- 
ington 25,  D.  C. ,  indicating  the  total  length  of  the  ceremony, 
length  of  the  speeches,  problems  and  difficulties  encountered, 
and  any  other  specie:.!  comments.   If  a  printed  program  is  used, 
?:■  copy  shall  accompany  the  reports. 

2.   Special  Circumstances  Affecting  Ceremonies 

There  are  possibilities  that  the  labor  situation, 
material  supply,  or  other  factors  may  change  between  the 
time  of  notification  of  the  plant  of  the  Award  by  the  Director 
of  Food  Distribution,  War  i-ood  ^administration,  and  the  actual 
ceremony  date.   If  the  condition  seems  critical  or  there  is 
any  possibility  of  a  work  stoppage  during  this  interim  period, 
the  Liaison  Officer  should  communicate  immediately  with  the 
Processors  Branch.   Similarly,  the  Liaison  Officer  will  bo 
informed  should  any  such  information  be  received  in  Washington. 


A  - 


(Supplement) 


.      -o  ta  r  Av/n  r  d  s 


■rocedure    rovornir.p  Star  Avrards  will    be   r>r^^n 


at  a    later   elate. 
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